C-670 7 /

RECORDS RETENTION AND DISPOSAL SCHEDULE

Page
No, 1 of 1
Agency Division
St. Mary's County Finance - Accounting
I
Ngem Description E Retention
l. Terminated Employees Payroll File PERMANENT.* Retain in offic
3 years, thereafter transfer
Files for terminated employees containing to County Records Center anc
retirement and leave information. This information Archives.

is not maintained by the Personnel department and
is used to verify state retirement and pension
payment optioms,

2, Payroll Reports

PERMANENT.* Retain in offic

Yearly reports giving payroll data for individual 3 years, thereafter tranfer
employees. Includes changes in salary, benefits to County Records Center anc
and withholding for each pay period. This information Archives.

i1s used to verify insurance and retirement payment

options and is part of the employment history

* If C Arch a
record for individuals. no County Archives is

maintained transfer to |

3. Form 941's & W-2's State Archives. N -
Retain 10 years or until al!
Withholding forms and statements for local, State audits completed, whichever
‘ ' and Federal taxes. is later, thereafter destro:
4, Cancelled Checks Retain 7 years or until aud:

completed, whichever is late
thereafter destroy.

5. Cancelled Payroll Checks | Same as item 4,
6. Paid Bills, Vouchers & invoices, receiving reports,
and attached papers Same as item 4.
7. Daily Weekly, and Monthly Timesheets Same as item 4.
8. Bank Statements, books and deposit slips Retain 3 years or until all

audits completed, whichever
later, thereafter destroy.

g. Check coples, check stubs and check requests Same as item 8.

10. |Reconcilation & Trial Balance Sheets Same as item 8. o

11. [|Accomodations Tax File Samg;ﬁff}EQQIQQEfgﬁ !

12, |Energy Tax File ' ?aﬂeiéé “éem 8. ,
13, |Mobile Home/Trailer Tax ?ame as item 8. R

Schedule a&thorized by .
3 :

gghedule approved by Department
‘ Agency, orpgivisionyRepresentative

W Lucdindde/ /18790
. %%1&(’”{) Date

Sf/gn




INSTRYCTIGRNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES., FORWARD
WITH RECORDS RETENT ION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% ¥WATERLOO ROAD
P.O. BOX 278

AGENCY RECORDS INVENTURY

OF Lg

Pace _|

(DGS 880-1) JESSUP, MARYLAND 20794
‘EPAMNT/AGENCY 2. DIVISION 3. UNIT
St. Mary's County Finance Accounting

DEFINITION-RECORD SERIES-

A GROUP OF RlLATﬁD RECORDS NORMALLY FILED

AND USED AS A UNIT FOR

| 4. RECORD SERIES TITLE

Terminated Employees Payroll File'

REFERENCE AS WELL AS RETENTION AND DISPOS|TION PURPOSER

8. EARLIEST YEAR/LATEST YEAR
1970 wo 1990

RECORD SERIES DESCRIPTION (%!
AN THE SERIES.

information.

pension payment options.

EFLY DESCRIBE THE TYPES OF INPOMTION/DOCMNTB/FOM FOUND

INCLUDE THE PURPOSE OR FUNCTION OF THE BEFRTES )

Files for terminated employees containing, retirement, leave and benefits
This information is not maintained by the Personnel Department in
the Official Personnel Folders and is needed for verifying state retirement and

7. RECORD SERIES FORMAT(S) 8.

EX ETTER SI1ZE O MICROFILM

Q.EGAL SIZE O COMPUTER TAPE

8 NUMERICAL

BOOK D FLOPPY DISK

AUDIO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

RECORD SERIES SEQUENCE
*& ALPHABETICAL

O CHRONOLOGICAL
U GEOGRAPHICAL
O OTHER(SPECIFY)

9. VOLUME

XXX FILE DRAWER(S)
O MICROFILM REEL(S)
2.5 O COMPUTER TAPE|(S)
NUMBER OTHER|{SPECIFY)

10, ANNUAL ACCUMULAT ION
x¥2 FILE DRAWER(S)
25 0O MICROFILM REEL(S)

ROWBEER U COMPUTER TAPE(S)

D OTHER(SPECIFY)

I 11. piLE 1S USED

O DAILY O WEEKLY XX0 MONTHLY

12. FILE BECOMES

a O MONTH(S)

INACTIVE AFTER
& YEAR(S)

' 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?
Governmental Center- Finance office tir vyes, sPeEciFY raENCY OR OPFICE)
St. Mary's County Records Center & Archives 0 YES xR NO
15. ACCESS RESTRICTIONS X8 YES O NO 16, AUDIT REQUIREMENTS

(1" vyes, cITE LAW(S8) & REGULATION(S]
MD Annotated Code. State Goverment §10-616 g

XX NONE DO STATE O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1r YRS8.E}XPLAIN

BRIEFLY AND UESCRIBE ANY HARDBARE/SOFTWARE,

QO yEs X NO

18. RECOMMENDED RETENT JON

Permanent. Retain in;office-3 years, .thereafter
transfer to County Records Center and Archives.

‘ NAME AND TITLE OF PREPARER 20,

J. Blodgett/County Archivist (301)475-7844

TELEPHONE NUMBER

21. DATE

6/22/90

DGS 550-4 (REVISED 2/87)




IHSTRYCTIQNS - -TYPE OR PRINT A

DEFARTMENT OF GENERAL SERVICES

SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES, FORWARD 72785 WATERLOO ROAD
¥WITH RECORDS RETENTION SCHEDULE P.O. BOX 278 P 2 or /3
(DGS 880-1) JESSUP, MARYLAND 20794 AGE F -
_‘EPARTMENT/AGENCY 2. DIVISION 3. WINIT
St. Mary's County Finance Accounting

DEFINITION-RECORD SERIES'A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

! 4. RECORD SERIES TITLE

Payroll Reports

REFERENCE AS WELL AS RETENTI!ION AND DISFOS|TION PURPOGES

5. EARLIEST YEAR/LATEST YEAR
1Q§3 o 1990

! 8. RECORD SERIES DESCRIPTION (DRIIFLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTB/'OM FOUND

record for employees.

'N THE SERIES, INCLUDE TNE PURPOBE OR FUNCTION OF THE SEFIES )

Yearly reports giving payroll data for individual employees. Includes changes in
salary, benefits and withholding for each pay period. This information is used to
verify insurance and retirement payment options and is part of the employment history

7. RECORD SERIES FORMAT(S)
D LETTER S12E D MICROFILM

0 LEGAL S1ZE 0O COMFUTER TAPE

BOOK O FLOPPY DISK
AUDIO TAPE D VIDEO TAFE
QLOTHER( SPECIFY)

computer printout

8. RECORD SERIES SEQUENCE 9. VOLUME
0 ALPHABETICAL XX0 FILE DRAVWER(S)
O MICROFILM REEL(S)
B NUMER]CAL 2.5 _ O COMPUTER TAPE(S)
UMBE
¥8 CHRONOLOG ! CAL "~ D OTHER(SPECIFY)

a OGRAPH I CAL
cE ! 10. ANNUAL ACCUMULAT ION

0 OTHER(SPECIFY) X% FILE DRAWER(S)
.25 0 MICROFILM REEL(S)
RUMEFE U COMPUTER TAPE(S)
D OTHER(SPECIFY )

P1l. piLE IS USED

2. FILE BECOMES INACTIVE AFTER

O pAILY 0 WEEKLY XXO MONTHLY 3 O MONTH(S) XX YEAR(S)
_NURDEN
' 13. CURRENT LOCATION(S]} (BLDG.,FLOOR,ROOM) 14. IS RECORD SERIES DUPL [CATED ELSEWHERE?
Governmental Center - Finance office ti®r vEs, sPECIFY soENCY OR OFFICE)
St. Mary's Co. Records Center & Archives 0 YES xR NO
15. ACCESS RESTRICTIONS X*B® vyEs O nNo 16. AUDIT REQU!IREMENTS

(1w vyes, ciTE LAW(S8) & REGULATION(S)

MD Annotated Code. State Government §10-616 g O NoneE O STATE O FEDERAL XX INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1r YES.EXPLAIN
BRIEFLY AKD DESCRIBE ANY HARDIARE/SO'THARE)

Q YESx:8 NO

18. RECOMMENDED RETENT JON

Permanent. Retain in office 3 years, thereafter
transfer to County Records Center and Archives.

P AL R
S T T

' NAME AND TITLE OF PREPARER

J. Blodgett/County Archivist

20. TELEPHONE NUMEBER 21. DATE

(301) 475-7844 6/22/90

DGS 350-4 (REVISED 2/87)




INSTRYCT 1GNNS -

-TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES., FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DiIVISION
7278 WATERLOO ROAD

AGENCY RECORDS INVENTORY

St. Mary's County

Finance - Accounting

WITH RECORDS RETENTION SCHEDULE P.O., BOX 278 ‘3 13
PAGE OF
(DGS B880-1) JESSUP, MARYLAND 20794
-‘PARTMENT/AGENCY 2. DIVISION 3. NIT

A GROUP OF RKLAT&D RECORDS NORMALLY WILED

DEFINITION-RECORD SERIES-

AND USED A8 A UNIT FOR

RECORD SERIES TITLE

|
34.
' Form 941's & W-2's

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOGESR

5. EARLIEST YEAR/LATEST YEAR

—2l2 TO 1220

‘N THE SERIES.

Withholding forms and statements for local,

state,
copies for all employees and copies of quarterly statements.

6. RECORD SERIES DESCRIPTION (DRIIFLY DESCRIBE THE TYPKS OF lNFORMAT'ON/DOCUH!NTB/'ORMB FOUND

INCLUDE THE PURPOSBE OR FUNCTION OF THE BEFIES )

and federal taxes-—continous form

7. RECORD SERIES FORMAT(S) 8.
RAETTER SI1ZE D MICROFILM

0 NUMERICAL

O LEGAL SIZE 0O COMFUTER TAPE
"‘lrxnup BOOK O FLOPPY DISK
AUDIO TAPE 0 VIDEO TAPE

0 OTHER(SPECIFY)

RECORD SERIES SEQUENCE
O ALPHAEETICAL

XRXCHRONGLOG | CAL
0 GEOGRAPHICAL
O OTHER(SPECIFY)

VOLUME

& FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
O OTHER(SPECIFY)

NUMBER

ANNUAL ACCUMULAT ION
%% FILE DRAWER(S)

.5 0O MICROFILM REEL(S)

RUMGSEW O COMPUTER TAPE(S)

10.

D OTHER|SPECIFY)

| 1. piLg 1s useD 12. FILE BECOMES INACTIVE AFTER
O pAlLY 0 wEEKLY RXMONTHLY 10 O MONTH(S) XX YEAR(S)
! 13, CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
St. Mary's County Records Center & tire vzgéxspzc1rv 2.GENCY OR OFFicE)
. O YEs ]
Governmental Center - Finance office YE N
15. ACCESS RESTRICTIONS B yEs ONo 16. AUDIT REQUIREMENTS

(1w vyES, CiTE LAW(B8) & REGULATION(S)
MD Annotated Code §10-616 (h) State Governmen

o

D'NONE £ STATE § FEDERAL 0O INDEPENDENT

17. 18 AN INDEX SYSTEM USED?Y (1rFr YRS.E)DPLAIN

BEIEFLY AND DESCRIBE ANY HARDRWARE/SOFTWARE )

O yEs ¥ No

18, RECCMMENDED RETENTION

Retain 10 years or until. all«aud1bswcempleted

whichever is later, them &eétndy irj&sz :
i 1
: i
Griopd :
. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATF )
Jan Blodgett/County Archivist (301) 475-7844 '6722/90 O R

DGS 550-4 (REVISED 2/87)




INSTRYCTIONS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REV ISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(PGS 880-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTURY

PAGE “/ or 13

—‘EPAR’DAENT/AGENCY

2. DIVISION 3. WNIT
St. Mary's County Finance Accounting
DEFINITION-RECORD SERIES.” 9ROUP OF RELATED RECORDS NORMALLY F|LED AND USED AB A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPFOSITION PURPOSES
g 4. RECORD SERIES TITLE ' 5. EARLIEST YEAR/LATEST YEAR
: Cancelled Checks 22 To 1990

i 6. RECORD SERIES DESCRIPTION (IRIIFLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTB/FOM FOUND

4N THE SERIES.

Files of checks issued by the county government in check number order.
cancelled, cashed or voided and serve as confirmation of payments and checks issued.

INCLUDE TME PURPOSBE OR FUNCTION OF THE BEFIES )

7. RECORD SERIES FORMAT(S)
O LETTER S1ZE O MICROFILM
0 LEGAL SIZE O COMFUTER TAPE

BOOK U FLOPPY DISK

AUDIO TAPE U VIDEO TAPE

8. RECORD SERIES SEQUENCE
O ALPHABETICAL
XRXNUMER | CAL
O CHRONOLOGICAL

O GEOGRAPHICAL

9. VOLUME

UXFILE DRAWER(S)
O MICROFILM REEL(S)
6 O COMPUTER TAPE(S)

RUMBER 0 orppR(sPECIFY)

10. ANNUAL ACCUMULAT ION
PYOTHER( SPECIFY) O OTHER(SPECIFY) 8 FILE DRAWER(S)
4" x 8" 1 O MICROFILM REEL(S)
KROREER O COMPUTER TAPE(S)
0 OTHFR({SPECIEY)

11 pirg is usep 2. FILE BECOMES INACTIVE AFTER

O pAILY O WEEKLY TXMONTHLY 7 O MONTH(S) ®XYEAR(S)
: RONBER

' 13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM)
St. Mary's County Records Center
finance office

Governmental Center -

I

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir vyes, sPECIFY 2GENCY OR OFFicE)
0O YEs EBNO

15. ACCESS RESTRICTIONS D YES xP No 16. AUDIT REQUIREMENTS
(i@ ves, ci1TE LAW(S8) & REGULATION(S)
0 NoNE XX sTATE ¥XFEDERAL 0O INDEPENDENT
17. 18 INDEX USE B
AN SYSTEM USEDY (1r ves.mxPLAIN 18. RECOMMENDED RETENT JON

BEIBEFLY AND DESCRIBE ANY HARDWARE/BSOFTWARE )

U yEsS X8 NoO

destroy.

Retain 7 years or until all audits
completed, whichever is later, thereafter

‘.NAME AND TITLE OF PREPARER
Jan Blodgett/County Archivist

20. TELEPHONE NUMEER

(301) 475-7844

21. DATE

6/22/90

DGS 550-4 (REVISED 2/87)

These checks have been




INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FOFRM FOR EACH NEW OR

REV ISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
72783 WATERLOO ROAD
P.O. BOX 278

AGENCY RECORDS INVENTORY

PAGE 9 __©OF
(DGS 880-1) JESSUP, MARYLAND 20794 & 3 2
‘Emmm/maucv 2. DIVISION 3. UNIT

. Mary's County Finance Accounting

DEFINIT ) ON - RECORD SERIES-A GROUP OF RELATED RECORDSB NORMALLY FILED

‘ 4. RECORD SERIES TITLE

+  Cancelled Payroll Checks

REFERENCE AS WELL AS RETENTION AND DISPOS

AND UEKED AB A UNIT FOR
=)

5. EARLIEST YEAR/LATEST YEAR
—lQ83_ TO _199Q __

| 6. RECORD SERIES DESCRIPTION (lRlIFLV DESCRIBE THE TYPES OF INFOMTION/DOCMNTB/FOM rOuUND

4N THE SERIES.

Files of payroll checks for county employees in check number order.
been cancelled (cashed or voided) and serve as confirmation of payments and checks issued.

ITNCLUDE THE PURPOSE OR FUNCTION OF THE BEFRIES )

These checks have

7. RECORD SERIES FORMAT(S)
O LETTER SIZE 0 MICROFILM
D LEGAL SIZE 0O COMFUTER TAPE

BOOK 0O FLOPPY DISK
AUDIO TAPE 0O VIDEO TAFPE

9 OTHER( SPECIFY)
4" x 8'

8. RECORD SERIES SEQUENCE
0 ALPHABETICAL
X NUMERICAL
O CHRONOLOGICAL
0 GEOGRAPHICAL
D oTHER(SPECIFY)

9. VOLWE

™ FILE DRAWER(S)
O MICROFILM REEL(S)
0 COMPUTER TAPE(S)
D OTHER(SPECIFY)

4

NUMBE

10. ANNUAL ACCUMULAT ION

X¥ FILE DRAWER(S)
D MICROFILM REEL(S)
RUMBER U COMPUTER TAPE(S)
O OTHER|SPECIFY)

i 11 plLe 1S USED 12. FILE BECOMES INACTIVE AFTER
O pAlLY 0 WEEKLY RXMONTHLY i O MONTH(S) X YEAR(S)
RUMBEN
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

St. Mary's County Records Center
Governmental Center - Finance Office

0O YES QxNO

tir vyES, sPECIFY s0ENCY OR OFFicCE)

15. ACCESS RESTRICTIONS

B YES

(s ves, c1TE LAW(B) & REGULATION{S)
MD ANnotated Code State Government §10-616(h)

0 NoO

16. AUDIT REQUIREMENTS

0O NONE BxSTATE xi FEDERAL O INDEPENDENT

17.

0O YES XX NO

IS AN INDEX SYSTEM USED? (I YES.E)PLAIN
BFEIJIEFLY AND DESCRIBE ANY HARDIARE/BOFTHARE)

destroy.

Retain 7 years or until
completed whichever is later,

RECOMMENDED RETENT ION

all audits
thereafter

-.Tuwz AND TITLE OF PREPARER

Jan Blodgett/ County Archivist

20. TELEPHONE NUMBER
(301) 475-7844

21. DATE °
.6/22/90

DGS 550-4 (REVISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REV | SED RECORD SERIES. FORWARD
WITH RECORDS RETENT ION SCHEDULE
(DGS B80-1)

DEFARTMENT OF CGENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO ROAD
P.O, BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

race o o (3

‘EPARTMENT /AGENCY
St. Mary's County

2. DiVIiSION

Finance

3. WNIT

Accounting

DEFINIT |ON - RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED

AND USED AB8 A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES
4. RECORD SERIES TITLE ) ’ 5. EARLIEST YEAR/LATEST YEAR
. ) . L. attached
, Paid Bills, Vouchers& Invoices, Receiving reports, & papers ¥?79 ro _1990

| 6. RECORD SERIES DESCRIPTION (IRIIFLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTB/FOM FOUND

‘1N THE SERIES.

INCLUDE THE PURPOSBE OR FUNCTION OF THE BEFIES )

Alphabetical files by vendor for vouchers and invoices processed through the finance
office with accompanying documentation.

7. RECORD SERIES FORMAT(S)
B LETTER SIZE O MICROFILM

0 LEGAL SIZE O COMFUTER TAPE

BOOK O FLOPPY DISK
AUDIO TAPE 0 VIDEO TAPE
O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
EXALPHAEBETICAL
0 NUMERICAL
o C!-RONOLOG.ICAL
0 GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME
@xFILE DRAWER(S)

0O MICROFILM REEL(S)

20 O COMPUTER TAPE(S)
NUMBER 0 orHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
XB FILE DRAWER(S)
3 O MICROFILM REEL(S)
ROWEER U COMPUTER TAPE(S)

D OTHER|SPECIFY)

FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O DAILY O WEEKLY X8 MONTHLY NUEBQH' O MONTH(S) x® YEAR(S)
' 13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?

St. Mary's County Records Center
Governmental Center —-finance office

t1r vEs, sPECIFY raENCY OR OFFicCE)
D YES XXNO

15. ACCESS RESTRICTIONS O YES BXNOo
{1 vyes, ciTeE LAW(B) & REGULATION(S)

16. AUDIT REQUIREMENTS

O NONE O STATE @y FEDERAL D INDEPENDENT

17. 15 AN INDEX SYSTEM USED?! {1¥ YES.Z)PLAIN

BREIEFLY AND DESCRIEE ANY HARDRARE/SOFTWARE )

0Oves 3 No

16. RECOMMENDED RETENT ION

Retain 7 years or until all audits
completed, whichever is later, thereéafter
destroy.

' NAME AND TITLE OF PREPARER 20.

Jan Blodgett/County Archivist

(301) 475-7844

TELEPHONE NUMEER 21. DATE

6/22/90

DGS 550-4 (REVISED 2/87)



http://t3.Cn

INSTRYCT IGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WI1TH RECORDS RETENT ION SCHEDULE
(PGS 580-1)

DEFARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO ROAD
P.O, BOX 2738
JESSUP, MARYLAND 207%4

AGENCY RECORDS INVENTORY

PAGE _ ] oF |3

EFARTMENT / AGENCY
St. Mary's County

2. DIVISION
Finance

3. WINIT
Accounting

DEFINITION-RECORD SERIES~A GROUP OF RELATED RECORDS NORMALLY W!LED

|

!

REFERENCE AS WELL AS RETENTION AND DISPOS

4. RECORD SERIES TITLE

Daily, Weekly and Monthly Timesheets

AND USED AS A UNIT PFOR
ITION PURPOSKS

5. EARLIEST YEAR/LATEST YEAR
1974 TO 1990

!

6. RECORD SERIES DESCRIPTION ‘DRIIPLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTB/POM FOUND

tN THE SERIES,

Original timesheets completed by county employees.

INCLUDE THE PURPOSE OR FUNCTION OF THE BEFIES )

Timesheets are filed by department.

7. RECORD SERIES FORMAT(S)
RXLETTER SI1ZE D MICROFILM
O LEGAL SI1ZE U COMFUTER TAPE
BOOK O FLOPPY DISK
AUDIO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
XX ALPHAEETICAL
0 NUMERICAL
0 CHRONOLOGICAL
0 GEOGRAPHICAL
O OTHER(SPECIFY)

9. VOLUME

XX FILE DRAVWER(S)

0O MICROFILM REEL(S)

7 O COMPUTER TAPE(S)
RUMBER 1R sPECIFY)

10. ANNUAL ACCUMULAT ION
*¥ FILE DRAWER(S)
| O MICROFILM REEL(S)
KOWEER O COMPUTER TAPE(S)

0 OTHER(SPECIFY)

V1. piLE 1S USED

D pAlLY 0 WEEKLY

12. F|LE BECOMES INACTIVE AFTER

QXMONTHLY Nﬂﬁﬂ' O MONTH(S) = SX¥EAR(S)

!

' 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

St. Mary's County Records Center
Governmental Center - Finance office

tir veS, sPECIFY r0ENCY OR OFFICE)
O YyES R No

15. ACCESS RESTRICTIONS ® YES
{ir vyes, ci1vE LAW(S8) & REGULATION(S)
MD Annotated Code. State Government §10-616(h)

O No 16. AUDIT REQUIREMENTS

D'NONE P STATE G,FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED?! (1r vaS.E>PLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

D yEs QxNO

destroy.

Retain 7 years or untli*all a;
completed, whlchever ig later, thereafter

18, RECOMMENDED RETENT JON

¥ b an v RS Ppetat 3 T i VAR AT T TAlE,

ta i ni

aevedr 4

‘NAME AND TITLE OF PREPARER

Jan Blodgett/County Archivist

20. TELEPHONE NUMEER
(301) 475-7844

~fe -

. PP .
Wooge . el 2 .
6~

P A R

21. DATE!

R I R R

6/22/90

DGS 550-4 (REVISED 2/87)




INSTRUCTIGNS - - TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES : -
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 275 pace B or (%
{DGS 380-1) JESSUP, MARYLAND 20794
EFARTMENT / AGENCY 2. DIVISION 3. UINIT
St. Mary's. County Finance Accounting

CEF INIT 1 ON - RECORD SERIES'A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSER

| 4. RECORD SERIES TITLE ' ) %. EARLIEST YEAR/LATEST YEAR
+ Bank Statements, books and deposit slips ~l829._ TO 1900

i 6. RECORD SERIES DESCRIPTION (nnl!rLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
‘IN THE SERIES. INCLUDE THE PURPOSBE OR FUNCTION OF THE SEFIES |

Reports from banks on county accounts, deposit slips and reports from departments used
for reconciliation and monitoring of accounts.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
® LETTER SIZE O MICROF ILM O ALPHAEETICAL x5 FILE DRAWER(S)
5 O MICROFILM REEL(S)
O LEGAL SIZE U COMFUTER TAPE O NUMERICAL O COMPUTER TAPE(S)
NUMBER OTHER|SPECIFY)
’o«rm BOOK D FLOPPY DISK ExCHRONOLOG I CAL .
a o
AUDIO TAPE VIDEO TAPE GEOGRAPH I CAL 10, ANNUAL ACCUMULAT iON
0 OTHER(SPECIFY) O OTHER(SPECIFY) ' % FILE DRAWER(S)
) O MICROFILM REEL(S)

RUNBER O COMPUTER TAPE(S)
O OYHER(SPECIFY)

11 piLE 1S USED 12. FILE BECOMES INACTIVE AFTER
3 o aFx
O palLY 0 wvEEMLY X8 MONTHLY MONTH{ S ) YEAR(S )
_NUNBER
' 13. CURRENT LOCATION(S) (BLDG..FLOOR.W) 14. 18 R'ECORD SERIES DUPL ICATED ELSEWHERE?
St. Mary's County Records Center tir vEs, sPECIFY 20ENCY OR OFFICE)
Governmental Center - Finance Office 9 YES £k NO
15, ACCESS RESTRICTIONS 0 YES BxNO 16. AUDIT REQUIREMENTS

{1r ves, c1TE LAW(B) & REGULATION(S)
' O NONE £ STATE SxFEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (I1r YES.E)PLAIN

18. RECOMMENDED RETENT ION
BRIEFLY AND DESCRIBE ANY HARDAARE/SOFTWARE )

A ' ' Retain 3 years or until all audits are
0 s
YE Rx No completed, whichever is later, thereafter
destroy.
' NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE ..
Jan Blodgett/County Archivist (301) 475-7844 _ 6/22/90

DGS 350-4 (REVISED 2/87)




IHSTRUCSTIGONS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES, FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD

WITH RECORDS RETENTION SCHEDULE
(DGS 880-1)

P.O,

BOx 278
JESSUP, MARYLAND 20794

or 12

PAGE ﬁ

2. DIVISION

_':Pmm/mzucv

St. Mary's County Finance

3. INIT

Accounting

DEFINITION -RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETHENTION AND DISPOSITION PURPOLES

AND USED A8 A UNIT FOR

4. RECORD SERIES TITLE

: Check copies, Check Stubs and Check requests

5. EARLIEST YEAR/LATEST YEAR
198110 _199Q

{ 6. RECORD SERIES DESCRIPTION (DRIIFLY DESCRIBE THE TYPKES OF INFOMTION/DOCMNTB/FOM FOUND

THE SERIES.

Copies of checks and check stubs for checks issued by the county government.
used as a backup until cancelled checks are received and refiled.

INCLUDE THE PURPOSE OR PUNCTION OF THE SEFRIES |

They are

7. RECORD SERIES FORMAT(S) 8.

{d LETTER SizE O MICROFILM

0 LEGAL S1ZE O COMFUTER TAPE T NUMER 1 CAL

BOOK O FLOPPY DISK

AUDIO TAPE 0O VIDEO TAPE

0 OTHER(SPECIFY)

RECORD SERIES SEQUENCE
0 ALPHABETICAL

0O CHRONOLOGICAL
0 GEOGRAPHICAL
O OTHER(SPFECIFY)

VOLUME
x@ FILE DRAWER(S)
O MICROFILM REEL(S)
2.5 O COMPUTER TAPE(S)
NUMBER 0 orHER(SPECIFY)

ANNUAL ACCUMULAT I ON
X8 FILE DRAWER(S)

-5 O MICROFILM REEL(S)

ROWBER U COMPUTER TAPE(S)

10.

O OTHER(SPECIEY)

!ll- FILE IS USED 12. p|LE BECOMES INACTIVE AFTER
. "~ O pAlLY O WEEKLY P MONTHLY 3 0 MONTH(S) EXYEAR(S)
' 13, CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?
Governmental Center - Finance Office tir vyes, sPECIFY s6ENCY OR OFFiIcCE)
St. Mary's County Records Center 0 YEs #£kNO
15. ACCESS RESTRICTIONS C YES OxnO 16. AUDIT REQUIREMENTS
{ir vyEs, ci1TE LAW(B) & REGULATION(S)
O NONE XXK STATE EXFEDERAL O INDEPENDENT
17. 1S AN INDEX SYST USED? . ED
EM Lir ves. mpLan 186. RECOMMENDED RETENT ION

BFRIEFLY AND DESCRIEBE ANY HARDBARE/SOFTWARE )

0 YEsB &x NO

Retain 3 years of until all ‘audits:'
are completed, whichever is later, thereafter
destroy.

-.NAME AND TITLE OF PREPARER 20.

Jan Blodgett/County Archivist (301) 475-7844

TELEPHONE NUMBER

21. DATE

6/22/90

DGS 550-4 (REVISED 2/87)



http://im.ro

INSTRYCTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES . T
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVEN IURY

REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD

WITH RECORDS RETENT ION SCHEDULE P.O. BOX 273 o
Pace JO or |2
(DGS 880-1) JESSUP, MARYLAND 20784

-‘EPARMNT/AW 2. DIVISION 3, UNIT
St. Mary's County Finance Accounting

A GROUP OF R!LA"I’&D RECORDS NORMALLY FILED AND USED A8 A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOS|TION PURFPOSES :

' 5. EARLIEST YEAR/LATEST YEAR
1984 101990

DEFINITION-RECORD SERIES-

;T 4. RECORD SERIES TITLE

Reconcilation and Trial Balance Sheets

| 6. RECORD SERIES DESCRIFTION (P7/EFLY DESCRIBE THE YYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
‘'N THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES)

Worksheets for reconcilation and trial balances of county bank accounts.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME

RXETTER SIZE O MICROFILM D ALPHAEETICAL & FILE DRAVWER(S)
0 MICROFILM REEL(S)

D LEGAL SIZE U COMFUTER TAPE 0 NUMERICAL 1 ? O COMPUTER TAPE(S)
NUMBE
0 OTHER{SPECIFY)

’own BOOK 0O FLOPPY DISK EBXCHRONOL.OG | CAL, .
AUDIO TAPE 0O VIDEO TAPE O GEOGRAPHICAL 10. ANNUAL ACCUMULAT ION
0 OTHER(SPECIFY) 0 OTHER(SPECIFY) 3 FILE DRAWER(S)
.5 O MICROFILM REEL(S)
ROWEEFR O COMPUTER TAPE(S)
0 OTHER(SPECIFY )
A 12. FILE BECOMES INACTIVE AFTER

FILE 1S USED

O pAILY O WEEKLY D MONTHLY RUMEEE O MONTH(S) 0 YEAR(B)

» 13, CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 18 R.ECORD SERIES DUPL ICATED ELSEWHERE?
Governmental Center - Finance Office tir ves, spPEcCiIFY saENCY OR OFFicE)
St. Mary's County Records Center & Archives 0O YES £xNO

15. ACCESS RESTRICTIONS C YES X2 NO 16. AUDIT REQUIREMENTS

(1r vyes, cI1TE tLAw({8) & REGULATION(S)
. #NONE O STATE O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM U e :
SEDT {1r vES.EXPLAIN 18. RECOMMENDED RETENT ION

BRIEFLY AND DESCRIBE ANY HARDNARE/SOFTWARE )
. Retain 3 years or until all audits

later, théreafter

i ANV 1 (10N o e A

D YES & NO completed whicheyer is.

destroy. ;TR G e oy e
stroy . 4 ‘?x”' f -‘:':‘* :ﬁ@'z ﬁ

.

e paew L

14

-. NAME AND TITLE OF PREPARER 20. TELEP"DNE NUMBER 21. jDATE
Jan Blodgett/County Archivist (301) 475-7844 - 6/22/90, .

g

v

T 4 e

L. L

DGS 550-4 (REVISED 2/87)




JHSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

72785 WATERLOO ROAD

WITH RECORDS RETENTION SCHEDULE P.O. BQX 275 )7
pace _[[ oF _|
(DGS 530-1) JESSUP, MARYLAND 20794
—‘EPARI'MENT/AGENCY 2. DIVISION 3. UINIT
St. Mary's County Finance Accounting

PEF INITION-RECORD SERIES.” 9FOUP OF RELATED RECORDS

NORMALLY FILED AND USED AS A UNIT FOR

| 4. RECORD SERIES TITLE

i Accomodation Tax

REFERENCE AS WELL AS RETENTION AND DISPOS|TION PURPOGEN

5. EARLIEST YEAR/LATEST YEAR
19853 _ TO

‘IN THE SERIES.

Monthly report forms and cash receipts filed

6. RECORD SERIES DESCRIPTION ‘BRl'PLY DESCRIEBE THE TYPES OF INFOR’JATION/DOCMNTBIFOM FOUND

INCLUDHE THE PURPOSE OR FUNCTION OF THE BEFIES |

by hotel & motel operators. Files

are arranged by individual owners and are subject to county audit.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
QAETTER S1ZE O MICROFILM XX ALPHABET | CAL ¥ FILE DRAWER(S)
O MICROFILM REEL(S)
0 LEGAL SI1ZE 0O COMFUTER TAFE 0 NUMERICAL 1 O COMPUTER TAPE(S)
RUMBER 0 orprpispECIFY)
BOOK O FLOPPY DISK O CHRONOLOG ] CAL
AUDIO TAPE U VIDEO TAPE 0 GEOGRAPHICAL 10. ANNUAL ACCUMULAT 1ON
O OTHER(SPECIFY) D OTHER(SPECIFY) XXJ FILE DRAWER(S)
25 O MICROFILM REEL(S)
ROUWSER O COMPUTER TAPE(S)
0 OTHER(SPECIEY)
{19 piLE IS USED 12. FILE BECOMES INACTIVE AFTER
O DAILY O WEEKLY X® MONTHLY O MONTH(S) & YEAR(S)

_RUREER

' 13, CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

14. 18 RECORD SERIES DUPL ICATED ELSEWHERE?
tir ves, speciry rgENCY OR OPFFicCE)
Governmental Center - Finance office o vyEs X¥ No
15. ACCESS RESTRICTIONS EXYES O No 16, AUDIT REQUIREMENTS
(1" vyes, ciTE LAW(8) & REGULATION(S)
O NONE O STATE U FEDERAL xf INDEPENDENT

MD Annotated Code. State Government §10-616 g

17. IS AN IND SYST B .

X EM USEDY (1rF vEs.E)PLAIN 18. RECOMMENDED RETENT ION

BRIEFLY AND DESCRIEBE ANY H.ARDI!ARE/BOFTHARE)

0vyes & pNo

Retain 3 years or until audits completed,
thereafter destroy.

.NAME AND TITLE OF PREPARER
J. Blodgett

20.
(301) 475-7844

TELEPHONE NUMEER

DATE
6/22/90

21,

DGS 550-4 (REVISED 2/87)




HHSTRYCTIQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 3580-1)

7278
P.O.
JESSUP,

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
WATERLOO ROCAD

BOX 278

MARYLAND 207%4

AGENCY RECORDS INVENTORY

pace [2-or I3

—‘EF‘ARTMENT /| AGENCY

St. Mary's County

2. DIVISION
Finance

3. INIT
Accounting

DEFINITION-RECORD SERIES-

A GROUP OF RlLATﬁD RECORDS NORMALLY FILED AND USED AS A UNIT FOR

4. RECORD SERIES TITLE
Energy Tax File

REFERENCE AS RELL AS RETHENTI!ON AND DISPOSITION PURPOLES

5. EARLIEST YEAR/LATEST YEAR
L987 TO

‘IN THE SERIES.

arranged by vendor and are cumulated annually.

[}
6. RECORD SERIES DESCRIPTION (IRI'PLY DESBCRIBE THE TYPES OF INFOMTION/DOCMNTS/POM FOUN

INCLUDE TME PURPOSE OR FUNCTION OF THE BEF1IES )

Monthly report forms and cash receipts filed by fﬁel and utility companies. Files are
Files are subject to County audit.

7. RECORD SERIES FORMAT(S) 8.

BXLETTER SIZE O MICROFILM

0 LEGAL SI1ZE U COMFUTER TAPE O NUMERICAL

BOOK O FLOPPY DISK

AUDIO TAPE 0O VIDEO TAPE

0 OTHER(SPECIFY)

RECORD SERIES SEQUENCE 9.

@XALPHAEET ICAL

0 CHRONOLOGICAL,
O GEOGRAPHICAL
D OTHER(SPECIFY)

VOLUME

XX FILE DRAVWER(S)

O MICROFILM REEL(S)

.20 O COMPUTER TAPE(S)
NUMBER [ orppep(speciFy)

10. ANNUAL ACCUMULAT ION
X FILE DRAWER(S)

95 O MICROFILM REEL(S)

RUNWBER O COMPUTER TAPE(S)

0 OTHER(|SPECIFY)

11 piLE 1S UsED

O pAailLY 0 WEEKLY XXR MONTHLY

12. FILE BECOMES INACTIVE AFTER

m O MONTH(S) 3 YEAR(S)

' 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

Governmental Center - Finance Office

1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir ves, sPECIFY raENCY OR OFFicE)
0 YEs *¥XnNo

14.

15. ACCESS RESTRICTIONS XX YES 0 NO
{ir ves, cI1TE LAW(SB) & REGULATION(S)

MD Annotated Code. State Government §10-616 g

16. AUDIT REQUIREMENTS

D NONE O STATE 0O FEDERAL x& INDEPENDENT

17. 1S AN INDEX SYSTEM USED?! (I1pr YES,.E)XPLAIN
BRIEFLY AND DESCRIBE ANY HARDBARE/SOFTWARE )

Q YEs @ NO

18, RECOMMENDED RETENTION = * = -

Retain 3 years or until audits completed,
thereafter destroy. :

’ NAME AND TITLE OF PREPARER 20,

J. Blodgett

TELEPHONE NUMEER

(301) 475-7844

21. DATE

6/22/90

DGS 3550-4 (REVISED 2/87)




IHSTRUCTIQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 880-1)

DEFARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

72785 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

(3

PAGE /3 oF

DIVISION
Finance

—'EPARTIENT /AGENCY 2.

St. Mary's County

3. UNIT
Accounting

A GROUP OF RRLATéD RECORDS NORMALLY FILED

REFERENCE AS WELL AS RETENTION AND DISPOS

DEFINITION -RECORD SERIJES-

4, RECORD SERIES TITLE

! Mobile Home Tax

ITION PURPOSES

AND USED AB A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR
1988- o

| 6. RECORD SERIES DESCRIPTION {27’
IN THE SERIES.

KEFLY DESBCRIBE THE TYPES OF INFOMTION/DOCMNTB/FOM FOUND

INCLUDE THE PURPOSE OGR FUNCTION OF THE BEFI1ES )

Monthly report forms and cash receipts filed by mobile park owners.
are arranged by owner and are cummulated annually.

Files

Files are subject to county audit.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 5. VOLUME
QLETTER SIZE O MICROFILM ¥ ALPHAEET I CAL ¥k FILE DRAWER(S)
D MICROFILM REEL(S)
O LEGAL SIZE U COMFUTER TAPE O NUMERICAL 90 5 compuTER TAPE(S)
NUMB
BOOK U FLOPPY D1SK O CHRONOLOG I CAL . D OTHER({SPECIFY)
AUDIO TAPE O VIDEO TAFE U GEOGRAPHICAL 10. ANNUAL ACCUMULAT ION
O OTHER(SPECIFY) 0 OTHER(SPECIFY) MX FILE DRAWER(S)
95 O MICROFILM REEL(S)
RONMBER O COMPUTER TAPE(S)
O OTHER(SPECIFY)
L1l piLe 15 useD 12. FILE BECOMES INACTIVE AFTER
U pAlLY O WEEKLY & MONTHLY m!ﬂ' O MONTH(S) & YEAR(S)

! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)
Governmental Center - Finance office

14.

IS RECORD SERIES DUPL IGATED ELSEWHERE?

tir vyes, spECIFY r0ENCY OR OPFicCE)

-0 YES *8 No

ACCESS RESTRICTIONS ByEs O nNo
{ir vyeB, ci1TE LAW(B] & REGULATION(S)

MD Annotated Code. State Government §10-616 g

15,

16. AUDIT REQUIREMENTS.

: K ;
D NONE DO STATE O ok ke

AR ras i - It TN *
AB A n oyryras .
A s

Biiwgimpen

AS

1S AN INDEX SYSTEM USEDR? (I1rF YES.E)PLAIN
BRIEFLY AND DESCRIEBE ANY HAHDIARE/SOFTHARE)

17.

0 yes XX NO

18. RECOMMENDED RET£NT]ON”~"" TE o1

Retain 3 years or juntil audit completed
thereafter, destr?yt

j
|

.

[

TRy,

- ]

'T«AME AND TITLE OF PREPARER 20.

J. Blodgett/County Archivist

TELEPHONE NUMBER

(301) 475-7844

21 . DATE

6/22/90

DGS 550-4 (REVISED 2/87)




